










































































































































































































Safety Officer 

The Safety Officer (SO) monitors safety conditions and develops safety measures to ensure that 
the health and safety of all emergency responders is maintained. While each person who is 
assigned a leadership role is responsible for the safety of personnel working under their 
leadership, the Safety Officer is tasked with creating systems and procedures related to the 
overall health, safety and wellness of all emergency first responders. This is accomplished 
through communication with Incident Command, the Operations Section Chief and the Planning 
Section Chief. 

The Safety Officer must have the knowledge and the experience to be able to control or reduce 
occupational hazards and exposures and must be assertive enough to stop unsafe operations. 
Tasks may be delegated to the appropriate Assistant Safety Officer if required. 

Activation 

• Must be activated and reports to the Emergency Site, 

• Another Safety Officer may also be appointed in the Emergency Operations Centre to 
liaise with the Emergency Site Safety Officer. 

Reports to 

• Incident Command. 

Activation Actions 

Follow the Activation Checklist. 

Obtain briefing from Incident Command and/or the on-scene, in-place Safety Officer. 

Operational Actions 

Establish a workspace for the Safety Officer function and inform the organization of the 
location. 

Identify hazardous situations associated with the incident 

Ensure that adequate levels of protective equipment are available and are being used. Ensure 
that staff are properly trained on the use of all protective equipment that applies to them. 

Appoint staff and organize the safety function as appropriate: 

• In multi-discipline incidents, consider the use of an Assistant Safety Officer from each 
discipline, 

• Multiple high-risk operations may require an Assistant Safety Officer at each slte. 
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D Identify and correct or terminate potentially unsafe acts. 

D Identify corrective actions and ensure that safety measures are implemented. When 
necessary, coordinate corrective actions with Incident Command and operations section staff. 

D Ensure that there is adequate sanitation and safety in food preparation (if required) at the 
emergency site in consultation with the appropriate Section Chief. 

D Obtain updates from Assistant Safety Officers prior to Planning Meetings and as frequently as 
necessary. 

D Prepare Incident Safety Analysis Form (IMS Form 215-A}. 

D Participate in Planning and Tactics Meetings: 

• Listen to tactical options being considered. If potentially unsafe, assist in identifying 
options, protective actions, or alternate tactics, 

• Discuss accidents/injuries to date. Make recommendations on preventative or corrective 
actions. 

D Participate in the development of Incident Action Plan (IAP): 

• Review and approve the Incident Medical Plan (IMS Form 206), 

• Provide a Safety Message and/or develop a Safety Plan (as required), using: Incident 
Objectives (IMS 202 form} ( complete safety-related blocks #8, #9). Safety 
Message/Plan (IMS 208 form) (if required), 

• Assist in the development of the "Special Instructions" portion of the Resource 
Assignment List (IMS 204), as requested by the Planning Section. 

D Investigate accidents that have occurred within the emergency incident areas: 

• Report the incident to the Acfministration Section Chief, 

• Ensure that the accident scene is preserved for an investigation, 

• Ensure that the details of the accident are properly documented, 

• Coordinate with the Incident Compensation and Claims Unit Leader, organization risk 
manager, Ministry of Labour, WSIB, and relevant officials, etc., 

• Prepare accident reports as per organization policy, procedures, and direction, 

• Recommend corrective actions to Incident Command. 

D Coordinate critical incident stress, hazardous materials exposure, and other debriefings, as 
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necessary. 

Demobilization 

□ Follow the Demobilization Checklist. 
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General Staff 

Operations Section Chief 

The Operations Section Chief is responsible for providing overall supervision and leadership to 
the Operations Section, including assisting in the development of the Incident Action Plan, 
implementing the Incident Action Plan and organizing, assigning and supervising all resources 
that are assigned to perform operational tasks related to the emergency incident. 

The Operations Section Chief must work closely with other members of the Incident Command 
Team and General Staff to coordinate operational activities. Tasks may be delegated to the 
appropriate levels (Sectors, Divisions, Groups, and Branches) 

Activation 

• Activated at the Emergency Operations Centre. May move to the Command Post at the 
Emergency Site. 

Reports to: 

• Incident Command. 

Direct Reports: 

• Operations Branch Directors, 
• Division, Group or Sector Leaders, 
• Strike Team/Task Force Leaders. 

Suggested Operations Section Chief Division Leads (in not in order, depends on the type 
of emergency) 

• Fire Department, 
• Police Department, 
• Environmental Services, 
• Public Health Unit. 

Activation Actions 

D Follow the Activation Checklist. 

D Obtain briefing from Incident Command. 

• Obtain and/or assist Incident Command in determining the operational objectives and the 
recommended strategies and tactics to mitigate the emergency, 

• Determine the status of current tactical assignments, 
• Identify the current organizational structure, the location of resources, and assignments, 
• Confirm the resource ordering process, 
• Determine the location of the current Staging Areas and the resources assigned there. 
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□ Ensure that the Operations Section is set up properly and that appropriate personnel, 
equipment, and supplies are in place. Ensure operational efficiency, personnel safety and an 
adequate span of control are in place. 

□ Meet with the Planning Section Chief and obtain a preliminary situation briefing. 

□ Establish the operational period in conjunction with Incident Command. 

□ Coordinate and conduct the Operations Briefings and assign operations personnel in 
accordance with Incident Action Plan (IAP). 

• Based on the situation, activate the appropriate divisions, branches, groups or sectors 
within the section. Designate supervising officers to lead these teams, 

• Brief the Staging Area Manager on the types/numbers of resources to be maintained in 
Staging, 

• Brief direct reports (Branches, Divisions/Groups, and Task Force/Strike-Team Leaders) on 
their assignments, the resource ordering process, the required protective equipment. and 
any tactical assignments. 

□ Obtain a communications status briefing from the Telecommunications Unit (IT - if assigned) in 
Logistics. Ensure that there is adequate communications equipment and frequencies available for 
the Operations Section. 

□ Determine the estimated times of arrival for operational staff and other resources from the 
Resource Unit. 

□ Confer with Incident Command to ensure that the Planning and Logistics Sections are staffed 
at the levels necessary to provide adequate information and support for operations. 

□ Coordinate with the Liaison Officer regarding the need for Organization Representatives in the 
Operations Section. 

D Establish the required communications links. 

D Based on the situation (known/forecasted). determine the future needs of the Operations 
Section. 

□ Identify key issues currently affecting the Operations Section. Meet with Operations Section 
personnel and determine appropriate section objectives for the first operational period. 

□ Review the responsibilities of Divisions/Branches/Groups/Sectors within the Section. Develop 
an Operations Plan detailing the strategies for carrying out operational objectives. 

Operational Actions 

D Ensure that all operations section supervisors/leaders are maintaining their individual position 
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logs. 

□ Ensure that situational information is provided to the Planning Section on a regular basis or as 
the situation requires, including Status Reports and Major Incident Reports. 

□ Ensure that all media contacts are referred to the Emergency Information Officer. 

□ Establish and demobilize Staging Areas (if required). 

□ Develop and manage tactical operations to meet the incident objectives: 

• Complete Operational Planning Worksheet {IMS 215-G form) or Emergency 
Operations Centre Tactics Worksheet {IMS 215-E form), as required. 

□ Assess life safety and implement and enforce the appropriate safety precautions. 

□ Evaluate the situation and provide an update to Incident Command and the Planning Section: 

• Location, status, and assignment of resources, 
• Effectiveness of tactics, 
• Desired contingency plans, 
• Need for any additional resources. 

□ Determine need for additional resources. Transmit resource requests to Logistics (using the 
Resource Request Form (IMS 260-RR) or Incident Message Form (IMS 213). 

□ Notify the Resources Unit (Planning Section) of Section Branches, Divisions, Groups, Strike 
Teams, Task Forces, and single resources which are staffed, including location and names of the 
leaders. Keep the Resources Unit up to date on the changes in resource status. 

□ Write the formal Operations portion of the IAP with the Planning Section Chief: 

• Identify assignments by Division, Branch, Group or Sector, 
• Identify specific tactical assignments, 
• Identify the resources needed to accomplish the required assignments. 

□ Ensure that there is coordination between the Operations Section with other Command Staff 
and General Staff: 

• Ensure that the Operations Section time-keeping, activity logs, and equipment use 
documents are maintained and passed on to Planning, Logistics, and 
Finance/Administration Sections, 

• Ensure that resource ordering and logistical support needs are passed on to the Logistics 
Section in a timely fashion. Notify Logistics of any communications problems, 

• Keep the Planning Section up-to-date on resource and situational status, 
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• Notify the Liaison Officer of issues concerning other partner organizations, 

• Keep the Safety Officer involved in tactical decision-making, 

• Keep Incident Command apprised of the status of operational efforts, 

• Coordinate media field visits with the Emergency Information Officer. 

D Attend the Tactics Meeting with the Planning Section Chief, the Safety Officer, and the Incident 
Commander prior to the Planning Meeting to review strategy, discuss tactics, and outline 
organization assignments. 

D Attend Planning Meetings 

Demobilization Actions 

□ Follow the Demobilization Checklist. 
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Planning Section Chief 

The Planning Section Chief is responsible for providing overall supervision and leadership to the 
Planning Section. The Planning Section is responsible for the developing the Incident Action Plan 
and for overseeing the collection, evaluation, processing, dissemination, and use of information 
regarding the evolution of the incident and the status of resources. This information is needed to 
understand the current situation, predict the probable course of the incident events and lead the 
incident planning process. Tasks may be delegated to the appropriate Unit Leader. Unless 
otherwise delegated, all Planning activities are the responsibility of the Planning Section Chief. 

Activation 

• Activated at the Emergency Operations Centre. 

Reports to 

• Incident Command. 

Direct Reports: 

• Resource Unit Leader, 
• Situation Unit Leader, 
• Demobilization Unit Leader, 
• Documentation Unit Leader. 

Suggested Division Leads: 

• Planning Department, 
• Police, 
• Fire. 

Activation Actions 

□ Follow the Activation Checklist. 

□ Check-in upon arrival at the Incident Command Post or the Emergency Operations Centre. 

□ Obtain a briefing from Incident Command: 

• Determine current resource status, referencing the Incident Briefing Form (IMS 201), 
Incident Status Summary Form (IMS 209) or Resource Assignment List (IMS 204), 

• Determine current situation status/intelligence, referencing the Incident Briefing (IMS 
201) and/or Incident Status Summary {IMS 209), 

• Determine current incident objectives and strategy, 

• Determine whether Command initially requires a written or oral IAP, 
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• Determine time and location of planning cycle meetings, 

• Determine desired contingency plans. 

□ Ensure that the Planning Section is set up properly and that appropriate personnel, equipment, 
and supplies are in place, including maps and status boards. 

□ Based on the situation, activate the required units and designate Unit Leaders. 

□ Meet with all Unit Leaders and ensure that all designated responsibilities are clearly 
understood. 

□ Notify the Resources Unit of all activated positions. 

□ Ensure that sufficient staff are available for a 24-hour schedule, or as required. 

□ Meet with the Operations Section Chief. Obtain and review any major incident reports or 
documents. 

□ Ensure the Incident Briefing Form (IMS 201) is completed and provide copies to Incident 
Command, Command Staff, and General Staff. 

□ Establish and maintain a resource tracking system. 

□ Identify key issues to be addressed by the Planning Section in consultation with Planning 
Section Staff. Identify objectives to be accomplished during the initial operational period. 

Operational Actions 

□ Exercise overall responsibility for the coordination of unit activities within the Section. 

□ Keep Incident Command and the Operations Section Chief informed of significant issues 
affecting planning. 

□ Advise the Incident Command Post (ICP) and/or Emergency Operations Centre staff of any 
significant changes in incident status. 

□ Compile and display incident status summary information. Document on IMS Form 209 
Incident Status Summary (or other approved organization forms). 

□ Obtain/develop incident maps. 

□ Provide periodic predictions on incident potential. Establish a weather data collection system, 
when necessary. 

□ Prepare contingency plans: 

• Review current and projected incident and resource status, 

106 



• Develop alternative strategies, 
• Identify resources required to implement contingency plans, 
• Document alternatives for presentation to Incident Command and Operations, and if 

required, for inclusion in the written IAP. 

D Establish the information requirements and reporting schedules for staff. 

D Meet with the Operations Section Chief and Incident Command prior to planning meetings, to 
discuss proposed strategy and tactics and diagram incident organization and resource location. 

D Conduct planning meetings. 

D Supervise the preparation and the distribution of the written IAP. 

D Coordinate IAP Sections/Reports with the relevant incident sections: 

• Coordinate the Incident Traffic Plan with Operations and Ground Support Unit Leader (if 
appointed), 

• Coordinate the Safety Message with the Safety Officer, 
• Coordinate the Incident Telecommunications Plan and Medical Plan with the Logistics 

Section Chief. 

D Ensure that the Planning Section is sharing information: 

• Instruct Units on information distribution methods/needs, 
• Ensure that the Emergency Information Officer has immediate access to status reports 

and displays. 

D Identify the need for any specialized resources; discuss the need with the Operations Section 
and Incident Command; facilitate resource requests with the Logistics Section. 

D Hold Planning Section meetings as necessary to ensure that communication and coordination 
takes place among Planning Section Units. 

Demobilization Actions 

D Follow the Demobilization Checklist. 

□ Ensure preparation of demobilization checkout form(s), if appropriate. 
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Logistics Section Chief 

The Logistics Section Chief (LSC) is responsible for providiAg facilities, services and materials in 
support of the incident. The LSC participates in the development of the Incident Action Plan and 
activates and supervises the Units within the Logistics Section. Tasks may be delegated to the 
appropriate Unit Leader. Unless otherwise delegated, all Logistics activities are the responsibility 
of the Logistics Section Chief. 

Activation 

• Activated at the Emergency Operations Centre. 

Reports to 

• Incident Command. 

Direct Reports: 

• Telecommunications Unit Leader, 
• Medical Unit leader, 
• Food Unit Leader, 
• Supply Unit Leader, 
• Facilities Unit Leader, 
• Ground Unit Leader. 

Activation Actions 

D Follow the Common Activation Checklist. 

D Obtain a briefing from Incident Command. 

□ Review the situation and the resource status for the number of personnel assigned to the 
incident. 

• Review current organization, 
• Determine which incident facilities have been/should be activated. 

D Ensure that the Logistics Section is set up and that the appropriate personnel, equipment, and 
supplies are in place, including maps, status boards, vendor information, and other resource 
directories. 

D Based on the situation, activate units within the Logistics Section as needed and designate 
Branch Supervisors/ Unit Leaders for each element. 

Operational Actions 

D Meet with Incident Command and the Command/General Staff to identify immediate resource 
needs. 
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□ Notify the activated units, including the names and their assignment locations. 

□ Advise the Logistics Section Units to coordinate with the appropriate areas in the Operations 
Section to prioritize and validate resource requests. 

□ Assist Unit Leaders in developing objectives for the Logistics Section and in developing plans 
to accomplish the objectives within the first operational period (or in accordance with the action 
plan). 

□ Ensure that incident facilities are physically activated, as appropriate. 

□ Provide periodic verbal Logistics Section Status Reports to Incident Command. 

□ Confirm the resource ordering process for the Incident. 

□ Assess the adequacy of current Incident Telecommunications Plan (IMS Form 205). 

□ Attend planning meetings and contribute, as required. 

□ Participate in the preparation of the Incident Action Plan (IAP): 

• Provide input on resource availability, support needs, identified shortages, and estimated 
time of arrival for key resources, 

• Identify future operational needs (both current and contingency), in order to anticipate 
logistical requirements, 

• Ensure that the Incident Telecommunications Plan {IMS Form 205) is prepared, 

• Ensure that the Incident Medical Plan (IMS Form 206) is prepared, 

• Assist in the preparation of the transportation plan, if required. 

□ Review the Incident Action Plan and determine the Section's needs for the next operational 
period; order relief personnel if necessary. 

□ Research the availability of additional resources that may be required for incident response. 

□ Hold Logistics Section meetings to ensure that there is communication and coordination among 
Logistics Branches and Units. 

□ Ensure that there is coordination between the Logistics and other Command and General Staff. 

□ Ensure that all personnel observe the established level of operational security. 

□ Ensure that all Logistics functions are documenting actions on Activity Log (IMS Form 214). 
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□ Submit all Section documentation to the Documentation Unit. 

Demobilization Actions 

□ Follow the Demobilization Checklist. 
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Finance Section Chief 

The Finance Section Chief is responsible for the financial administration and support to an 
incident, including all business processes, cost analysis, and financial matters. The Finance 
Section Chief provides direction and supervision to the Finance Section staff and ensures that 
there is compliance with all financial policies and procedures. 

Tasks may be delegated to the appropriate unit leader. Unless otherwise delegated, all finance 
activities are the responsibility of the Finance Section Chief. 

Activation 

• Activated at the Emergency Operations Centre. 

Reports to 

• Municipal Control Group and Incident Command. 

Suggested Division Leads 

• Finance. 

Direct Reports: 

• Procurement Unit Leader, 
• Cost Unit leader, 
• Must work closely with the Logistics Section Chief. 

Activation Actions 

□ Follow the Activation Checklist. 

□ Obtain a briefing from Incident Command including: 

• Incident objectives, 
• Participating/coordinating agencies, 
• Anticipated duration/complexity of incident, 
• Possibility of cost sharing. 

□ Cher Actions: 

• Delegate the level of purchasing authority to Command and Logistics regarding financial 
processes, 

• Authorize and provide an exemption from normal procurement processes, 
• Assess potential for legal claims arising out of incident activities, 
• Initiate, maintain, and ensure the completeness of all documentation needed to support 

claims for emergency funds, including required audits and other documentation. 
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• Identify applicable financial guidelines and policies, constraints and limitations, 
• Identify the financial requirements for both planned and expected operational needs, 
• Determine what agreements are in place for land use, facilities, equipment, and utilities, 
• Determine the procedure for establishing account codes, 
• Develop a protocol to investigate property damage claims against the City, 
• Obtain copies of all incident-related agreements, wl:lether activated or not. 
• Determine the potential for rental or contract services, 
• Determine if an Incident Business Advisor or Financial Support Unit is required, 
• Ensure that the proper tax documentation is completed. 

□ Ensure that the Finance Section is set up properly and that appropriate personnel, equipment, 
and supplies are in place. 

D Based on the situation, activate units within the finance section as needed and designate unit 
leaders for each element: 

• Procurement Unit, 
• Cost Unit. 

D Ensure that there is coordination with all participating organizations for the purposes of 
gathering and consolidating response cost estimates and other related information. 

□ Meet with the Logistics Section Chief and review the financial and administrative support 
requirements and procedures; determine the level of purchasing authority to be delegated to the 
Logistics Section. 

□ Meet with all Unit leaders and ensure that responsibilities are clearly defined and understood. 

D Determine the initial action planning objectives for the first operational period. 

Operational Actions 

□ Ensure that Finance Section position logs and other necessary files are maintained. 

D Ensure that displays associated with the Finance Section are current, and that information is 
posted in a legible and concise manner. 

O Ensure that all Sections are aware of the required account codes (as applicable). 

D Attend planning meetings and contribute as required. 

• Provide financial and cost-analysis input, 
• Provide financial summary on labour, materials, and services, 
• Prepare forecasts on costs to complete operations, 
• Provide cost benefit analysis, as requested. 

D Meet with assisting organizations to determine cost shariAQ obligaUons. 
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Administration Section Chief 

The Administration Section Chief is responsible for all Human Resource Management functions 
(time keeping, Check-in, Check-out, WSIB claims, salary & benefits, critical incident stress issues, 
and use of volunteers, developing a volunteer skills inventory list, labour relations, training etc.) 
related to the emergency incident. 

Activation 

• Activated at the Emergency Operations Centre. 

Reportsto 

• Municipal Control Group. 

Suggested Division Leads 

• Human Resource & Organizational Development. 

Direct Reports 

• Compensation/Claims Unit Leader, 
• Time Unit Leader. 

Activation Actions 

• Follows the Activation Check List, 
• Obtains a briefing from Incident Command, 
• Establishes the procedure for tracking personnel work time, 
• Establishes an accident reporting procedure in consultation with the Safety Officer, the 

Ground Support Unit Leader, and the Operations Section Chief, 
• Documents all potential and existing injury claims, 
• Keeps track of the arrival and demobilization of all personnel and equipment, 
• Keeps daily incident status reports in consultation with the Planning Section, 
• Logs injury reports through the Safety Officer, Medical Unit Leader, and Compensation or 

Claims Unit Leader, 
• Follows the guidelines for the organization, 

□ Coordinate with all assisting and supporting organizations. 

• Labour costs - include the breakdown of work locations, hours and rates for response 
personnel, contract personnel, volunteers, and consultants. 

• Developing a payroll process for all staff who are participating in the emergency, 

□ Initiate, maintain, and ensure the completeness of all documentation needed to support claims 
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for personnel injury. (Injury information should be also be retained for all contracted personnel, 
paid employees and personnel assisting through mutual aid agreements). 

□ Ensure that all personnel time records reflect incident activity and that the records for non­
organizational personnel are transmitted in accordance with policy. 

□ Ensure that all documents are properly prepared and completed. 

□ Ensure that there is coordination with Incident Command and General Staff. 

□ Coordinate the Administration Section demobilization. 

0 Provide briefings on current activities and unusual events. 

0 Submit all Section documentation to Documentation Unit. 

Demobilization Actions 

□ Follow the Demobilization Checklist. 
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ANNEX K: USE OF VOLUNTEERS 

The City of St. Thomas considers volunteers as a vital resource to be called upon in the event of a 
major emergency. Volunteers are an integral part of this plan. 

The Workplace Safety and Insurance Act deems those volunteers who are assisting the City 
during a declared emergency to be employees. The volunteer also has the same entitlements to 
personal protective equipment and appropriate training as employees. The Administration Section 
Chief will be responsible for the registration of such volunteers. 

Workplace Safety and Insurance Act, 1997, S.O. 1997. C.16. Sched. A. s. 69 (6) 

Deemed employer, emergency workers 

71 (1) An authority who summons a person to assist in controlling or extinguishing a fire shall be 
deemed to be the person's employer. 1997, c. 16, Sched. A. s. 71 (1). 

Same, search and rescue operation 

(2) The Crown shall be deemed to be the employer of a person who assists in a search and 
rescue operation at the request of and under the direction of a member of the Ontario Provincial 
Police. 1997, c. 16, Sched. A, s. 7...1..(2). 

Same, declaration of emergency 

(3) The Crown shall be deemed to be the employer of a person who assists in connection with an 
emergency declared by the Lieutenant Governor in Council or the Premier under section 7 .0.1 of 
the Emergency Management and Civil Protection Act. 2006, c. 13, s. 4 (2). 

Same 

(4) The City shall be deemed to be the employer of a person who assists in connection with an 
emergency declared by the head of the municipal council to exist. 1997, c. 16, Sched. A, 
S. 71 (4); 2006, C. 13, S. 4 (3). 
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ANNEX L: PRIMARY DUTIES OF OTHER IMS POSITIONS 

Documentation Unit Leader 

• Obtain a briefing from the Planning Section Chief, 
• Identify supervisors within the Emergency Organization, 
• Identify work locations, the resources available, expectations regarding timelines, reporting 

format, etc. , 
• Participate in planning meetings, 
• Accept and file reports and forms submitted by incident personnel, 
• Establish and organize incident files, 
• Establish duplication/printing capabilities, 
• Ensure the accuracy and completeness of all submitted emergency incident records. 

Resources Unit Leader 

• Obtain a briefing from the Planning Section Chief, 
• Participate in the planning process, 
• Conduct resource status updates, 
• Compile, maintain and display current resource deployments and those resources in 

staging, 
• Confirm resources assigned to tactical operations, 
• Keep track of all tactical and support personnel and apparatus, 
• Prepare and maintain an Incident Situation Display (organizational chart, resource 

allocation, and deployment sections), 
• Assist in the preparation of the Incident Action Plan and the Organizational Planning 

Worksheet (IMS 215), 
• Prepare Assignment Lists, and assist in preparing a resource check-in procedure, 
• List resources as: Assigned, Available, or Out of Service. 
• Maintain a master roster of all resources. 

Situation Unit Leader 

• Obtain a briefing from the Planning Section Chief, 
• Identify ureport" requirements and schedules, 
• Determine if there are any contingency plans, 
• Collect and analyze incident information, 
• Assign field observers if necessary, 
• Supervise any technical specialists assigned to the Emergency Incident, 
• Assign analysis tasks, 
• Notify staff of all requirements, 
• Participate in the incident planning process, 
• Conduct situation updates at meetings and briefings, 
• Prepare incident situation displays (maps, weather reports, victim or damage assessment 

information, 
• Provide photographic services and maps if requested, 
• Collect and maintain current incident data, 
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• Request weather forecasts, 
• Provide situation evaluations, predictions, and analysis, 
• Provide alternative strategies, 
• Prepare, post and disseminate resources and situation information, 
• Interview operations personnel coming off duty to evaluate the effectiveness of operations, 
• Plot all boundaries, the incident perimeter, the location of facilities, access routes etc., 
• Prepare the Incident Status Summary (IMS 209). 

Supply and Procurement Unit Leader 

• Confirm the procuremenUordering procedure, parameters, restrictions, 
• Assess the need for staffing within the unit, 
• Determine the scope of the supply process with the Procurement Leader, 
• Consider dividing supply ordering by category (equipment, personnel and supplies), 
• Confirm the process for coordinating contract related activities, 
• Confirm the process for emergency purchase orders (if purchase orders are being used), 
• Receive orders for resources from authorized incident staff, 
• Determine qualifying specifications, 
• Determine delivery time and.Jocation and arrange for receipt, 
• Obtain estimated prices for orders, 
• Coordinate the delivery of rented equipment, 
• Advise immediately if the order cannot be filled, 
• Alert Logistics Section Chief regarding any changes in the availability of supplies, 
• Obtain account codes and authority to commit funds, and any spending caps, 
• Determine who is authorized to submit orders, 
• Obtain approved vendor list (if applicable), 
• Obtain blanket Purchase Order list (if applicable), 
• Determine timelines for reporting cost information, 
• Obtain information on Incident needs, 
• Complete all necessary forms/documentation, 
• Develop a process for purchase approvals, 
• Coordinate process with Supply Unit Leader, 
• Review all rental agreements, 
• Provide hourly rates and associated costs to the Cost Unit Leader, 
• Develop a criteria for receiving supplies, materials and equipment, inspect when delivered 

and develop a return policy, 
• Draft Memorandums of Understanding for approval by Logistics Section Chief, 
• Obtain approvals to process contracts with vendors, 
• Obtain copies of all invoices and verify, 
• Maintain and audit trail of procurement documents. 

Medical Unit Leader 

• Obtain briefing from Logistics Section Chief, 
• Obtain information on any injuries occurring during initial response operations, 
• Obtain the name and location of the Incident Safety Officer, 
• Determine the location of all first aid stations, stand-by ambulances, 
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• Identify the potential for medical problems, for example; hypothermia, heat stress/stroke, 
dehydration, exposure to hazardous materials etc. 

• Identify medical supplies needed, 
• Respond to requests for medical supplf es and medical treatment, 
• Prepare the Medical Plan (IMS 206) and include: 

► Medical Assembly Area, 
► Triage Area, 
► Landing Zone for Helicopter, 
► Aid Station Locations, 
► Medical monitoring of staff assigned to rehabilitation, 
► Closest Hospital, -
► Consider separate treatment areas for responders and victims. 

Cost Unit Leader 

• Obtain a briefing from the Finance Section Chief, 
• Determine reporting timelines, reports required, report format. 
• Obtain and record all cost data. including: 

► Agency equipment costs, 
► Contract or mutual aid equipment costs, 
► Damage to facilities, infrastructure, equipment or vehicles, 
► Supplies and food, 
► Facility or equipment rental, 
► Cost sharing, if any, 
► PPE for volunteers, 
► Personnel requiring payment (straight time or premium rate), 
► Incident cost summaries. 

• Prepare resource-use cost estimates for Planning Section Chief, 
• Make recommendations on cost savings to Finance Section Chief, 
• Maintain cumulative incident cost records. 

Time Unit Leader 

• Obtain a briefing from the Administration Section Chief, including: incident requirements 
for time recording, timelines for reports, location of time keeping activity, # of personnel & 
rental equipment, 

• Establish and maintain a file for personnel time reports, 
• Provide security for all financial records, 
• Ensure that the time for the use of rental equipment is recorded, 
• Obtain signed time reports from all personnel on scene through supervisory staff, 
• Develop a personnel check-in/check-out procedure, 
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Compensation/Claims Unit Leader 

• Obtain a briefing from the Administration Section Chief, including: accidents/injuries to 
date and status of injury investigations, 

• Establish contact with the Medical Unit Leader (prompt notification of all injuries), Safety 
officer, Liaison Officer and agency representatives, 

• Obtain a copy of the Incident Medical Plan (IMS 206) 
• Ensure that volunteers have been properly registered, 
• Ensure that medical treatment is provided for all personal injuries and proper forms are 

completed, 
• Ensure all witness statements are completed before personnel leave, 
• Keep informed regarding the status of hospitalized personnel, 
• Analyze injuries for trends and provide suggestions to avoid any repetition, 
• Ensure that the proper level of personal protective equipment is being used, 
• Obtain MSDS information on potential exposures to hazardous materials, 
• Submit all reports to the Administration Section Chief, 
• Arrange for notification of next of kin for all injuries. 

Food Unit Leader 

• Obtain a briefing from the Logistics Section Chief, 
• Estimate the duration of the incident, 
• Obtain the number and location of personnel to be fed, 
• Determine when personnel had their last meal and propose the time for the next meal, 
• Ensure that there is adequate supplies of drinking water and other beverages at all times, 
• Determine the method of feeding, 
• Identify suppliers and vendors, 
• Determine the method of transportation to the emergency scene, 
• Supervise food preparation when required, 
• When possible, keep a small inventory of food on the scene, 
• Provide copies of receipts as required, 
• Liaise with the Supply Unit Leader and the Cost Unit Leader, 
• Provide quality assurance for food quality and requirements for cleanliness and sanitation. 

Ground Support Unit Leader 

• Obtain a briefing from the Logistics Section Chief, 
• Determine the fueling requii:ements for vehicles and equipment operating at the 

emergency scene, 
• Determine the transportation needs for first responders, and evacuees and assist with the 

development of a Transportation Plan, 
• Determine egress routes into and out of the scene, 
• Arrange for vehicle and equipment repair resources and towing to be available, 
• Arrange for rental equipment and vehicles as required, 
• Coordinate incident road maintenance, 
• Document mileage, fuel consumption and other costs. 
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